OPERATIONAL SERVICES DIVISION

Job Aid:
How to Create an RPA Release Requisition

This Job Aid shows how to:

e Create an RPA Release Requisition in COMMBUYS
e Convert RPA Release Requisition to a Release Purchase Order

Of Special Note:

A Request for Payment Authorization (RPA) Release is a document in COMMBUY'S used to document a contract
purchase that has taken place or to request funds for a product that has already been purchased, or services that have
already been provided. Once approved, the RPA Release Requisition creates a Release PO associated with a Master
Blanket Purchase Order (MBPO), which is a COMMBUYS document used to create ordering catalogs for contracts
including Statewide Contracts.

To use this functionality the MBPO must be designated RPA Release enabled. Before beginning the requisition, access
the MBPO’s General tab and verify the RPA Release Enabled field displays a Yes.

APPENDIX A — Context and Guidance for Using RPA and RPA Release

Screenshot Directions

. 1. Launch the COMMBUYS website by
entering the URL

OPERATIONAL SERVICES DIVISION https://www.commbuys.com/bso in the

browser.
COMMBUYS is the only official procurement record sy for the C. alth of
Massachusetts’ Executive Departments. COMMBUYS offers free internet-based access to all . . .
public procurement information posted here in order to promote transparency, increase 2. Enter yOUf |Og|n Credentlals and C|ICk the
competition, and achieve best value for Massachusetts taxpayers. LO g | n bUttOﬂ on the COM M BUYS home
COMMBUYS INFORMATION: page .
For more information on COMMBUY'S please visit the COMMBUYS support pages.

Training and Registration for Purchasers
Training and Registration for Sellers

Job Aids for Purchasers

Job Aids for Sellers

If you have any questions or concerns contact the COMMBUYS Help Desk at
COMMBUYSEstate ma us or ring us during normal business hours (8AM — SPM Monday —
Friday) at 1-888-627-8283 or 617-720-3197.

— Register

Register here to begin using COMMBUYS.

Vendors, please read this disclaimer prior to registering.
= Complete Reqistration

Complete registration here to begin using COMMBUYS.

Vendors, please read this disclaimer prior to completing registration.
L——— Open Bids

Browse open bid opportunities.

- Active Contracts
Browse active Contracts/Blankets.
= Contract & Bid Search

Search for Bids and active Contracts/Blankets,

— Registered Vendor Search
Search for registered vendors.

Login 1D:

Password:

| [togin] |

forgot your password?

T D
All Rights Reserved
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OPERATIONAL SERVICES DIVISION

Job Aid:
How to Create an RPA Release Requisition

C@ MBUYS Step 3: Start a new Requisition

——— OPERATIONAL SERVICES DIVISION —— . )
: T 1. From the Navigation Bar, select
g Documents > Requisitions > New

Home - Welcome Bacl

New Requisition Step 4: Enter data in General tab

General | ltems Address  Accounting  Routing  Aftschments  MNotes  Reminders  Summary The General Tab for the reqUISItlon Opens On
the left side of the screen, complete the following
fields:

Requisition Number: o Department defaults from user

Status: 1RI - Requisition In Progress (When User request is created) prof"e_ May be Changed using the

Department*: OSD01 - Operational Services Division [+] dropdoWn menu if Other

Locstion®: OSDTR - Training. Events & OutreachlZ‘ departmentS are aVaiIabIe to user

Reqguired By Date: .

Requiiion Type RPA Releass ] e Location: defaults from user profile.

Requestor: Annemarie Espindola May be Changed uS|ng the

Cortsct Annemaric Espindola dropdown menu if other locations

Aema B are available to user.

Estimated Gost: 50.00

Print Format: * Requisition Print [~ ] ° Required by date: 0pti0na|

Special Instructions :

e Requisition Type: RPA Release

e Requestor: user that created the
requisition; this field cannot be
edited.

e Contact: contact person for this
requisition

e Special Instructions: Enter any
instructions for the vendor. These
comments will be printed on the
P.O. For example, shipping and
delivery information.

NOTE: the text limitation is 1,000
characters.
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Job Aid:
How to Create an RPA Release Requisition

Screenshot Directions

Step 5: Enter data in General tab (Continued)

1. On the right side of the screen,
complete the following fields:

e Short Description: be specific as

SE = this field is also used as search

iscal Year 2016[+] o s

i Oveiascial SSVESE DRl criteria to locate a requisition; may
Solkcitation Enabed B use any Departmental Identifier
Entered Date o8nan01 numbers. This field has a limit of
Type Code [=] sixty characters.

Purchaser SUPPORT.PHI |9 .

B s e hiziz . e Fiscal Year: defaults to the current
Tex Rate B fiscal year.

e Organization: default value based
on your user profile and can only be
changed by an administrator.

e Solicitation Enabled: leave
unchecked

e Entered Date: defaults to current
date.

e Type Code: type options are based
upon the requisition type. Leave
blank.

e Purchaser: defaults to your name;
use the dropdown menu to select a
different purchaser.

e Contact Phone: defaults to the
profile value; can be updated as
needed.

e Tax Rate: n/a for Commonwealth.
Click Save & Continue.

2. Select the Items tab.
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Job Aid:
How to Create an RPA Release Requisition

Screenshot

RPA Release Requisition RQ-16-1080-08D01-0SDTR-00000025708

General | ltems | Vendors Address  Accounting Routing  Atachments Netes Reminders  Summary

Vendor: Address  Accounting  Notes

There are noitems. Please click Search Items’

Seahiens )
RPA Release Requisition RQ-16-1080-0SD01-OSDTR-00000025715 - Search Items
Search Using: E‘
Advanced Searc
[‘AddtoReq & Exit | [ Cancel& Ext

Directions

Step 6: Search for items to add to requisition

1. The Items tab opens.

2. Click the Search Items button to begin
the process of adding items to the
requisition.

3. Click on the Advanced Search + sign

Search Using:

Find It

Advanced Search =

Search Using: | ALL of the critenia [ |

Search Fields: ltem Description
Item Type [+]
UN S P S C Segment-Family =]
UNSP SCClass
Commodity-EPP Q

Result Type:

item =]

RPA Release Requisition RQ-16-1080-OSD01-OSDTR-00000025708 - Search ltems

Cooperative Purchasing [ |

Step 7: Add items to requisition

1. Using the Advanced Search, enter
search criteria to find a good or service

Click Find It

3. Check the box in the Select column next
to the item(s) and input the quantity for
that item in the Quantity column.

4. Click the Add to Req & EXxit button to
return to the ltems tab
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Job Aid:
How to Create an RPA Release Requisition

Screenshot
w0 e

Gewnl e | Venon Mibes Aoy Retny Maheeets Nows Remode Sunay

v:mﬂ Addeess Accouning  Notes

(Ganeral tem Inormation Vdation Enors

Directions

Step 8: Review validation errors

1. You will receive two Validation Errors
that need to corrected:

e Invoice number is required
¢ Payment due date is required

Sarty ol Pret Seqance [x] SonDeseensing [ Go |
e # Links Print e Description Tow  Deletedd
" iy Pamam Mﬂmmmmuwmmw
Dute’ Due Date. Order Uit Cost: Urie Discount Rate  Amoant
[NCOAYYY) MWOOIYYYY) Cost Am.
[] " 10 00 SINM STNM EBAExx S0 s
Tod  $10M
RPA Release Requisition RQ-16-1080-0SD01-0SDTR-00000025714 s - rogws Step 9: Enter invoice information
et (1t i Sy iy ) e i S
. P 1. Enter the invoice number as it appears
Gt i on the vendor’s invoice.
2. Enter the payment due date as it
appears on the vendor’s invoice.
Sty Cohamec | Pord Sequance [3] Sort Descanding [ B0
= o ™ - o 3. Once complete review the requisition
o e Poymant Ouily  Msimom CowogPics Nt DO Tas  Tax  Ta . . . . .
(B S HN =SS items and invoice information
[ e T I 4. Click the Save & Continue button
on e = Next, select the Attachments tab.

RPA Release Requisition RQ-16-1080-0SD01-0SDTR-00000025708

o 2,

General ltems Vendors Address Accounting Routing | Attach Motes Y

LUELET(IE Vendor(0)

© Ciick Add File 1o add file attachments.

o Chck Add Form to add form attachments.

No Form Attachments

Add File Add Form

Step 10: Add attachments

1. The Attachments Tab opens.

2. If any files auto-attach: review, keep or
delete as necessary.

3. Click the Add File button to add a new
file such as a scanned copy of the
Vendor’s invoice.

Note: The Add Form button is not currently a
working function in COMMBUYS.
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Screenshot Directions
Step 11: Choose files to attach
om'smeMyumfnrﬂwﬂeMWluppear..ﬁr h posiory fles are diplayed. & can be different from the name on disk and can contain alphanumeric ch 1 The Add F||e WindOW opens_
N 2. To select a file from your computer, click
Descrpten the Browse button. This will search for
e (B documents from your computer.
) 3. Select the desired file.
Locaton =0 4. Complete the following fields:
——— = p— . Ngme — required; put will bg populated
with the selected file name if left blank
e Description — optional
5. Click Save & Exit to go back to the
Attachments tab. From there you can
add another file or click Save &
Continue when all files have been
added.
Note: Files previously uploaded or added to the
Document Library in COMMBUYS are available
in the Attachment Repository. To locate and
attach from the Repository, click the Search File
button and complete the advanced search
criteria.
RPA Release Requisition RQ-16-1080-0SD01-OSDTR-00000025708 Step 12: Review Attachments
B 1. The Attachment tab redisplays with a
General ltems Vendors Address Accounting Routing | Attachments | Notes Reminders [Summary ] list of attached files
Vendor(t) 2. You can opt to disallow the vendor to
view the attachments by unchecking the
-________________ Show Vendor box
3. Next, select the Summary tab.
Name Description vihﬂ(;w“
SAMPLE INVOICE.docx )]
) Ciick Add Form to add form attachments.
[ saesConinue ||  AddFile  |[  AddFom
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Screenshot

OPERATIONAL SERVICES DIVISION

Job Aid:

Mom #1:  Tom Goodyear, Auta Rl Saw: 4S/5R18 534 SLEAGLE SPORT A VSBTL. Pracus Cade: 1090578 1RI-InProgees

UNSPSC Segrent Famty 251126
Tres and e s
&1L
Ataable o v tres
o

Butomcbie o kg ek res

BlanketCorract #Lion ¥ Inoced  PayenDueDae Qi o

BO.15.1080 0SDH1 OSDEP HO0RIET T 25 08212015 "0

Mottt

Make

Discaunt %

ToaDscamAnt  TaRss  ToAmam  ToalCost
o e CLAT T

e

Sima i fposal | Cacel e Gore eon Peat

Auraum Cose amout
There s ascaunieg acaabl o 1 e
216313 The Gaodyenr T
Dettie M Fror
200 mccaion Way DA
Ao, OH 443150001
us
Emal testpemscopahdngs com
Phone (1ZINEETE

RPA Release Requisition RQ-16-1080-08D01-0SDTR-00000026708 o 1R Pogess B

Gued bms Ve Addes Aoty Rodng Atmentll) Mots R«n 1.
Header Information
Requisition Number. RO6-104-08001 T Status; 1RI- o Progress 2 i
Organizaton: Opeate Seres Diin
Department. 03001 Cpeaonal S D Location: OSOTR- Tameg Evrts 4 Qurech Required By Date:
Entered Date; o80t5 Requisition Type: RPA Relsase Type Code: 3 .
Requestor: Aanemire Expndls Purchaser: PH SUPPORT Fiscal Year, 03 4
Contact: Aoveare Espria Contact Phone: Bmssn Alternate ID: :
Peard Enabled: o Estimated Cost: 1y Print Format Reustor P
Solicitation Enabled: LJ
Invoice Method: Theee Wy Makch
Ship-do Address: Billto Address: Sobban Ly

1 Conss St 1 Congss St

Sute 194 Sule 114

Boston WAL Bos, WA LIS

g:u Iesi@perscoperkings com \ilnl test@verscopthaldings com

Prove (12456850 Phone (23466780
Specil stuctons: °
ot |
Agency Files: SAMPLE IVOICE docx
Agency Forms: b
Vendor Files: °
Vendor Forms:

Directions

Step 12: Review Summary Tab

Click the Summary Tab to view a
summary of the nearly completed
requisition.

Click Submit for Approval at the bottom
of the page.

Click OK in the Dialogue Box

Once approved, the RPA Release
Requisition immediately becomes
completely received Purchase Order
with an In-Progress Invoice.

Other/optional tabs:

Routing Tab: auto-populated, after
approval, based on approval workflow
Notes Tab: optional

Reminders Tab: optional

Itemsv

Vendors¥

‘ Documents ¥

Requisitions

> | In Progress

> | Ready for Approval

> | Ready to Send
Sent
Partial Receipt
Complete Receipt
Approved
Returned

Canceled

Closed

Copyright

Step 13: Locate the completely received
Purchase Order

1. From the Navigation Bar, select

Documents > Purchase Orders >
Complete Receipt
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Screenshot

Attachments

i
H

i
‘

SAMPLE WOICE docx

Wendor Information & PO Tems
endor: 831 The Gooder Tire & RebberConpany

Remit-to Address: DetbieMFrer
2imoration Hay 04
Ainen, O 4316-0001
15

Era iEpeaening
Phose: (134E6-1E40
L
PO Mailing Address: Dethie W Fier
i moraton Hay O
Alon, OH 4439000
[
Entai estfiperocpaboidings con
Phon 6150
E1ms

e

Neths: il

=

Payment Tems: Shipping Wehod:

Shipping Tems: Freight Terms:

gt d St Deserign Degiloc Rectit Ouner Eared Dote
[T SCA- Apgroved o st Ratogengrated RPA Receit 0SD010S0TR Amesea Expndcl Ly

Imvoice Information

Toere e nsmiaces,

them Information
Prin Sequence # 1.0, tem #1: Trs, Goodyes, Aut Radil,Szs: JESUORID S3W SLEAGLE SPORT AYS VSBTL. Prodect Cod: HSOSTI66 3PCR . Complet Receipt
UNSPSCOode: 261025
Tres nd o s
ALY
Automoble o Igh ks
Py
Actoreble o gt i
Req# e #: 0. 16:102.05001.0SDTRADMONETSS /1
Bkt Colat# | Lna § Reepieod Oy UnéCosl wou Dscoul Tola DcauntAnd TuRin  Tweostl  Fwgd  TowCal
PO.16:4000.05001.0SDEP S0WOOUNGST 11 Quinty 10 S8 EX-Exh w o o0 N m0st
Uandaeter Bong [
ata Packagy
ez Code Anaunt
Thare s no tem aceouming avalatie o hs
Agproval Path
Ther re o apeosl gk ot puhase e
|' Pt I Pt Vendi Copy

Directions

bottom of the page if you would like to
keep a hard copy of this document for

Release Purchase Order PO-15-1080-03D01-0SDEP-00000003697:16 Step 14: Review Summary Tab
e 1. Click the Summary Tab to view a
summary of the Purchase Order.
e Do , - T 2. Optional: Click the Print button at the
Status: PR Complte Racept Purchaser: Aansmane Espndsa Receipt Method: Quarkty
Fiscal Year. % PO Type: Releass Minor Status:
Organization: Operatonal Servces Divisen
Department: 05001 - Oparatonal Senvees Dnasion Location: OSOTR - Tranng Events & Oubeach Type Code: your records
Altemate I0: Entered Date: 03202015 044555 P Control Code: :
Days ARO: 0 Retainage %: 17
Required By Date: Promised Date: Print Dest Detail: fDBeent
Peard Enabled: L]
C i Tax Rate: Actual Cost: Iy
Invoice Method: Torwe Way Match
Print Format: Puchase Ortee Pret
Shipto Address: embe Bilko Address: o
Sute 114 Sote 114
E\sam‘b\DI'DE ?Iﬂi}m
Emal wst@eerncopeholdngs con Emal tesi@perscopehoidogs com
Phone: (1234561650 Phose: (1234567850
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APPENDIX A
Context and Guidance for Using RPA and RPA Release

Recording Purchases through COMMBUYS:

» Agencies should make every attempt to use standard Purchase Orders for mandated COMMBUYS
purchases.

* RPAs should be used for exceptional cases — in the event of emergency or when something is not
able to be ordered using the standard PO process.

* The availability of RPA Release-enabled Statewide Contract MBPOs will help ensure accurate
reporting of contract usage, information crucial to support ongoing improvement to Statewide
Contracts and inform future contract and vendor negotiations.

E Purch for it Statewid

RPA Release MeErgency Furchases for fiems on Statewide Emergency roadside repairs
Contract
Normal PO process to purchase items on

RPA Release Statewide Contract is impractical due to a system  Re-stock of pharmaceuticals
or process currently in place

“Open Market” RPA Emergency purchases for items not on Statewide  Snow melting equipment purchased during a
(“RPA” in COMMBUYS) Contract major snowstorm

Statewide Contracts

Statewide Contracts covering goods and services related to exceptional purchasing cases will be updated so

that they are RPA Release enabled. The initial list of Statewide Contracts to be RPA Release-enabled
includes:

*  VEH97- New Tires, Retreads/Retreading and Total Tire Management Program
*  OVMO08 - Windshield and Glass Replacement for Vehicles

*+ MEDS38 - Pharmaceutical Prime Vendor

* MEDA44 - Reference Laboratory Services

* FAC82 - Hazardous, Medical and Hard-to-Manage Waste Collection, Disposal and Emergency
Response
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